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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY T>ept of ̂ ob 1 <c GOor 
Item No Description Retention 

1. General 

Subject arrangement of original incoming letters, 
memorandum and any and all other material related 
to the administration of the bureau and/or division. 
Includes seven (7) categories: General; Bureau; 
Agency; Projects; Personnel; Citizen Requests; 
Legislation. 

Payroll/Time S Attendance 

Files consist of original Time & Attendance records 
for Director's Office personnel and print-outs from 
automated Time & Attendance. 

Special Boards/Commissions/Committees/Work Groups 

Files consist of meeting correspondence and notes 
from various work groups, committees, advisory boards. 
In some cases, members representing A.A. County are 
the only individuals holding files pertaining to the 
decisions that may directly effect the policy or law 
adopted by the County. 

Deputy Director Staff Meeting Notes & Director's 
Planning Session Notes 

Files consist of meeting notes taken during weekly 
meetings held with the Director, Assistant Director 
and Deputy Directors. Information entails Depart
mental planning, policy and operational changes. 
Files also consist of Director's Planning Session 
material, agenda and reports which are attended by 
various managers and supervisors w/in the Department. 

Retain five (5) years 
then destroy. 

Retain three (3) 
then destroy. 

years 

Retain permanently. 
Microfilm periodically 
and transfer to State 
Archives periodically. 

Retain permanently. 
Microfilm periodically 
and transfer to State 
Archives periodically. 
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